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Cobb County School District 








Form EHB-4

A community with a passion for learning!



Records Management Handbook

NOTICE OF RECORD DISPOSAL
DISPOSAL NUMBER

DATE: 







TO: 

              
FROM:  Coordinator, Forms and Record Management

Your records, which are listed on page (s) _            of the attached Destruction Notice, are presently being stored at the Records Center. They are eligible for destruction under the retention schedule established for them. Thirty (30) days from the date of this notice they will be destroyed.

1. If there is no reason to retain these records beyond the previously approved disposition date, please check block #1 in 
    Part “A” below, sign and date the form, and return the original copy to Forms and Records Management.

2.  If there are extraordinary requirements (such as pending audit or litigation) for the retention of the records beyond the  

     approved disposition date, check block #2 in part “A” below, indicate the revised period of retention and justification, 
     sign and date the document, and return the original copy to Forms and Records Management.
PART A:  REVIEW OF RECORDS DISPOSAL

(  )  1.  No need to retain beyond approved destruction date.

(  )  2.  Retain the following records:


NEW


TRANSACTION #
BOX #

DESTRUCTION DATE


REASON


________________
______
_____________________

_________________


________________
______
_____________________

_________________

________________
______
_____________________

_________________


________________
______
_____________________

_________________


NAME:____________________________________________







(print)


__________________________________________________

_________________


(PRINCIPAL/DEPARTMENT HEAD SIGNATURE)



   (DATE)

PART B:  CERTIFICATE OF RECORDS DISPOSAL
I hereby certify that the records listed on the attached were disposed of as indicated:

Method of Disposal: 













(SIGNATURE OF CCSD RECORDS MANAGEMENT OFFICER)


         (DATE)
You will need to make three copies:


6/14/06
     Record Copy


     File Copy 


     Temporary Copy 
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